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M LetterPm- 


Subject: Draft FPM 

Perfor, nance 


lie A to \ i.-=b - l~loo 
-0T 


Evaluating Supervisory EEO 


Attached is a draft: Federal Personnel Manual Letter, with appendix, 
to provide further instructions and guidance on meeting the require- 
ment for evaluation of supervisors’ performance in furthering equal 
employment opportunity (EEO). We invite your review and comments 
on this material. 


Presently, the requirement to evaluate supervisory EEO performance 
is included (1) as part of the EEO affirmative action program 
structure, based on requirements of Executive Order 11478 and the 
EEO Act of 1972; (2) in FPM Chapter 430 (note: a draft revision of 
this chapter was distributed on July 1, 1976, for comment by 
agencies subject to the Performance Rating Act. of 1950 and other 
appropriate organizations, and reflects coordination with the 
subject draft); (3) on the Agenda used by the. Civil Service 
Commission for onsite evaluations of agency personnel management and 
EEO programs ; and (4) as an EEO program assessment item under the 
Commission's Guidelines for Agency Internal Evaluation of Equal 
Employment Opportunity Programs (PH Series No. 24). However, the 
coverage is very brief in each instance, and our various review 
experiences as well as comments and questions received from agencies 
indicate a clear need for further guidance with regard to the 
requirement. This draft represents an effort to meet this need. It 
also reflects our consideration of agency comments we have solicited 
in the past on this subject. 


The draft focuses on (1) 
(2) the need for account: 
oriented; and (3) the oy 
EEO performance ova lun ti 
evaluation* and (c) KEO 
Wc have tried to delinen 
surest some approaches 
tlii s pa r t: i c u 1 a r r oqu i r ctv 
rating systems. 


the supervisor's accountability for EEO; 
ability and ovaluatioii to be results- 
sterna tic relationship among (a) supervisory 
on, (b) personnel management and EEO program 
a c t i on _p. lnn_dcvel opmen L_n ad I imp 1 omen tation. 
few > fund amental requisite's^nd then to 

Tor a gene res TO consider as they integrate 

:ent into their broader evaluation and 
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The Commission's Director, Office of Federal Equal Employment 
Opportunity, is sending an information copy of this memorandum and 
the draft to agency directors of equal employment opportunity. We 
ask that your comments reflect appropriate consultations within , 
your agency, including consultation with EEO officials. Comments 
will be particularly helpful if geared to.. (1) general views, 
including an overall reaction as to whether the issuance has funda- 
mental usefulness, and (2) specific suggestions for changes or 
additions, including proposed language substitutions wherever 
appropriate. 

Comments and suggestions may be addressed to Hr. Joseph W. Lowell, Jr 
Assistant Executive Director, U.S. Civil Service Commission, 
Washington, D.C. 20415, and should reach his office by October 15, 

1976. 

For your information, wc have also invited comments and suggestions 
from the National Association of Supervisors and the National 
Association of Postal Supervisors. 

Attachment 
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1TM I.ITfE'i KO. 713- " ' *'• 

SUiUKCT: Evaluating Supervisory ELQ Performance 


Int ro ti ne!: 5 o n • 4 - . 

1* This Latter sets forth the basic npplicnbili ty end rcciuircmcnts 

for evaluating <a supervisors or xnanogcr^s performance in furthering 

» 

cq^ial employment opportuni ty (KEO) , which will be incorporated into 
mi Chapter 713. 

2. Additional guidance on implementing these requirements is provided 
. in the appendix to this Letter (Guidelines: Implementing Supervisory 

EEO Performance Evaluation Requirements) ^ which will be issued as an 
appendix to FIT! Chapter 713, 

3. A planned revision of PPM Chapter 430 will provide for appropriate 

cross- ref crcncivig. • 


Scope of Coverag e 

1* These requirements arc applicable to those agencies and units 
covered by the Equal Employment Opportunity Act of 1972 end section 15 
of the Age Discrimination in Employment Act of 1967 (ADEA) , as 
amended, in accordance v/ith Tart 713 of the Commission's regulations. 


2* VJithin the above, scope of coverage arc some agencies and units 
not covered by Chapter 43 of Title 5, U.S. Code (Performance Rating 
Act of 1930) or other parts of Title 5. These organizations are. not, 
however, removed from coverage of supervisory EEO performance 
evaluation requirements,. 

3. Ap pn®ivOd\Haio Re fea seo2QQ2/G5/Q r 7 :L(IM-RO 1 R7©v0ft4i98A(lQ050jQQ8GFQ07i^ac c 

evaluation roqu i re nents j.i l he position occupied j :: definrd as sour rv i ' 



inftnhj'trial undo, (a) the Commission's Supervisory Grade Evaluate 
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Guide* or (b) similar standard a or clsssU icat ion systems where a 

agency is rot covered by the Commission's occupational standards 


A, Acencj.es may limit or establish exceptions to these requirements 
vhen a supervisor's subordinates are not within the scope of coverage 

cited in paragraph 1 above (e.g., supervisors of aliens employed 

$ • 

outfcide the limits of the United States or supervisors of non-civilian 
'employees) , or in other clearly unusual circumstances. However, 
agencies are not precluded from establishing appropriate evaluation 
procedures in such situations. 

Principles and Re.tui 1 r orient s 

1. Supervisors are responsible for and must be. held accountable for 
furthering KLO as one of the critical requirements of supervisory 
positions. 

*\ 

2. Supervisors' performance evaluations must include evaluation of 
their EEO performance. 


3. The supervisor' s accountability for EEO roast be: 

a. Made a part of the supervisor's ongoing duties and 
responsibilities; 

b. Reinforced, where feasible by the identification of any specific 

r * * 

. \ actions expected of the supervisor during the particular 
evaluation/rating period; 

m • 

Cm Known by the supervisory employee during the period for which 
he or she is being evaluated and rated. 

A. An outstanding rating can be -awarded only to n supervisor who 

dcmc^pi&HftfeKr. F m RfeHe#S^^O2/O5?07 1 i'«lACRE)l> > 7«ldO4gHAUdfi®(»§86b07^ ob * 

including, efforts to Cu ether l'.EO* ^Sce Attachment A to Appendix for 
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5. Unsatisfactory KUO performance is a basis for corrective or dis- 
ciplinary action and may be a basis for rating a supervisor unsatis facto » j 

« * —A • 

6. Honorary recognition, for EEO achievements does not have to be 
promised in a performance rating context; however; such recognition can 
be' a natural byproduct of an outstanding supervisory performs’- cc rating 

or outstanding EEO element rating. 

* 

Implementation. It should be clearly understood that, the implementation 
of this Letter is intended to occur within the framework of each 
agency’s ongoing performance evaluation mechanisms* The Appendix to 
this Letter contains general guidelines and some approaches agencies 
might adapt to their own performance evaluation systems. 

Attachment * - 
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Foreword : In Mcrrcli 1975, the* Pros id out stated v/ith ic^ard 
to red c ml managers : "Equal employment opportunity doesn't 
just happen; it cones about because managers .make it 

happen . .. Increased accountability on the part of Fedoi.ul 

I 

• . managers will help to promptly identify deficiencies and 

strength en our EEO program at all levels . .. Their under- 
standing of my objective is essential. Their support: is 
required." 

With a clear focus- on accountability, the President thus 
underscored the need for increased attention to the evalua- 
tion of supervisory performance in support of equal employment 
opportunity' (EEO). 

\ 

*•* 

A. The Evaluator . Clearly, a critical factor is the evaluator's under- 
standing of applicable guidelines and of the agency's requirements and 
procedures for evaluating supervisory performance including EEO 
performance. Agencies should therefore take specific steps to assure 
that all persons who evaluate supervisors fully understand what is 
required and expected of them, and that they receive instruction on how 
to carry' out their responsibilities in this regard. Such steps might 
include (1) coverage of evaluation of supervisors in appropriate ongoing 
orientation and training programs for managers and supervisors; 

(2) development and dissemination of written guidance materials; 

(3) provision of opportunity for discussion and exchange of ideas among 

evaluators and personnel. and EEO staffs; (4) inclusion of supervisory 
Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1 

EEO performance evaluations as an item in personnel management and EEO 
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sup city i sc» v 


ic frequently and properly identified as the individual who has the 
Ucy role in making EEO work. Agencies need to assure that managers and 
supervisors recognize their responsibility for, and ore involved in- 
planning and carrying out .agency EEO programs. Since agency program, 
ore documented in written plans of action, one. logical starting point 

I 

is^cupervi sors * participation in EEO action plan development. 


Some agencies have in fact tied supervisory EEO performance evaluation 
directly to the EEO plan, with performance expectations built into 
specific action items. This is an existing, concrete mechanism far 
meaningful EEO involvement and affords a specific basis for evaluating 
the EEO aspects of supervisory performance. The Commission asks its 
personnel management evaluation staffs to answer such questions as 
the following when reporting onsite review findings: "Do managers 
(and supervisors) understand and support a positive EEO program?" "Is 
supervisory performance in EEO measured against specific responsibilities 
set forth in the affirmative action plan?" "Does the (agency internal) 
EEO evaluation system provide for input from managers, supervisors, 

employees, unions, and other interested groups?" 

0 

Attachment 1 to this Appendix provides a generalized conceptual 

illustration of the linkage among the factors of (1) supervisory EEO 
# • 

performance; (2) EEO action plans; and (3) personnel management and 
EEO program evaluation. Each of these three factors is concerned with 

an evaluation process which is EEO- results- oriented. All are or should 

) , 

be recognized as mutually interdependent elements of an effective EEO 
program. Regardless • of whether specific timeframes and program origins 

vai«ppit<W^F&?^«§s€^o!2«)5)'e7»«^ACrtDP79JW)4^^500d80®^CK at appro- 
priate stages. 


* 
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Supervisory responsibility for furthering J.LO, v.hile inherent, 
has to be specifically communicated to and understood by each 
supervisor, so that he or she is fully avaro of what is expected. 

A statement of this responsibility should appear clearly in a 

written record, a copy of which is possessed by or readily avail- 

I 

able to the supervisor, and should be reinforced via periodic 
communications. Agencies typically use some combination of the 
following: 

1. Statement incorporated in written delegation of authority. 

2. Statement in position description. • • 

3. Other written issuances (manuals, handbooks, memos to 
cupervisors, published EEO plans, etc.)' 

4. Meetings. 

5. Required EEO training. 

D. Establishing \That- is Specifically Expected of a Superviso r^ The 
supervisor's general accountability for furthering ELO should 
. wherever .possible be roducc.d tp results.~orie.nted specifics ..so as to _ 
facilitate action and evaluation in a preestablished timeframe. 
Documentation of what is specifically expected of each supervisor 
provides not only a meaningful basis for EEO performance evaluation 
but also guidance and support for supervisory EEO achievement. 

Specific expectations might be delineated in action items, with 
target dates, in an organization's EEO plan, or in written performance 

standards or performance goals and objectives, A supervisor must, of 

/ 

course, have been clearly informed with regard to any specific matters 
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for uni cli he or she is to be he la accountable in ITie perTomnnce 




v Evaluation and Hating I'.l’-O Her fnr.m-. rrc. Evaluation obviously is 
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more: objective when associated with specific. FIX') performance 

expectations that arc stated in an action plan or otherwise documented. 

Evaluation and rating in the EEO area also must be considered as an 

« -* 

integral part of the total supervisory performance assessment and not 
os an isolated consideration; therefore, the methods used by an agency 
jnus£ be coordinated with the overall performance evaluation system and 
rating methods used. In any event, methods or techniques used must give 
evidence that a substantive. EEO performance assessment has been made, 
that it is understood by parties to the evaluation, and that follow-up 
action can be identified and initiated where appropriate. 


Whether or not. the evaluation is tied to an action plan, guides or 
criteria which aid this process are useful and should be developed to 
suit each agency’s needs. Attachment 2 to this Appendix sets forth 
a comprehensive checklist of suggested factors to consider in 
formula ting EEO performance expectations and assessing EEO performance. 
Attachment 3 to this Appendix suggests some of the basic sources of 
information an evaluator can consider as specific indicators of kinds 
and levels of EEO performance. 


A rating may be based on appraisal elements, narrative comments which 
accompany evaluation documents, or other methods. However, some 
definitive criteria can be useful to help rate the level of the EEO 
performance element. Attachment 4 to this Appendix offers an example 
of definitions of Outstanding, Satisfactory, and Unsatisfactory EEO 
performance levels (this does not preclude an agency’s use of 
additional levels as permitted under performance rating regulations) . 
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F Evaluatin''. KV.O Performance teal j_stj cnl T y. Supervisory and managerial 

positions arc widely varied in kind, extent, and structure of duties and 

responsibilities. Per fo wisce expectations therefore vary in scope and 

substance from one supervisory situation to another. Evaluations must 

♦ 

be based on realistic expectations which were known to the individual 

/ 

being evaluated during the period covered in the evaluation, and not on 
criteria reflecting activities beyond the scope of a supervisor’s 
responsibility, authority, or potential for action. 


| 


i 


\ 


I 


For example, if a supervisor is not authorized or expected to perform 
a recruiting function, his or her performance should not, of course, be 
evaluated as to EEO-relatcd recruiting effectiveness. However, that 
supervisor might well have a meaningful role or responsibility in 
identifying skills requirements for subordinate jobs to be filled, 
interviewing candidates, recommending or making personnel selections, 
assirailating new employees into the work force, evaluating performance, 
■preparing appraisals of potential for promotion, etc. Any of these 
/ responsibilities relate to the recruitment-placement function and 

:\i. . .'.offer a variety of potential for EEO performance. expectation and 
evaluation. 

K 

C 

Responsibilities and actions of the supervisor impact on most if not 
all areas of personnel management and should be dealt with from the 
standpoint of both nondiscriminatory performance and affirmative action 
performance. In the most limited supervisory circumstance, nondiscrimina- 
tory' performance may be the predominant factor for which realistic EEO 
performance expectations can exist:. Relationships and cooperation with 
EEO AppwrelMI-sr Rnlfea^i200270e/ffrf> r (ttA-T^79^0498A000600080007>-l supervisors 
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and should receive. EEO-rulated per fornnnee effectiveness consideration. 

Careful cons idem lion of each supervisory job situation should readily 

produce a meaningful perspective on its potential for fur therms IvKO. 

* * •* 

G, Konstiper vi ::ory TVs! ti ens .. Konsupcrvicory jobs which involve 
leadership relationships with other employees arc not covered by the 
supervisory EEO performance evaluation requirement. However, it would 
l>c entirely proper to determine whether there is an L1.0 - re la <- ed ole... tut 
which needs to be considered in evaluating employees in such positions. 

H, Other Appraisals. Other personnel management activities involve 
various types of individual appraisals, such as in acceptable, level 

of competence and competitive promotion considerations. PPM Chaptcrjy^Qig 
430 provides guidan ce regarding performance evaluation as it,, relates 
to such appraisals. 

I, Frame of Reference. Following are major references which should 

be considered in implementing supervisory’ EEO performance evaluation 
requirements: ... 

X. EEO Act of 1972. 

2. ADEA of 1967, as amended in 1974. 

3. Performance Rating Act of 1950 (Title 5, U.S. Code, Chapter 43). 

4. Executive Order 11478. 

5. President Gerald R. Ford's memorandum on equal employment 
opportunity, dated March 6, 1975. 

6. Civil Service Regulations - Parts 430 and 713. 

7. FPM Chapters 430 and 713. 

0.. CSC Personnel Management -Scries No. 24: Guidelines for Agency 


Approve : 


i 



AtCacnn.om: i to i to 

mi i/jttee 713- 
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Hie following suggested factors tuny be considered in establish] :>Z 
per fomencc requirements, and in evaluating and rating managers and 
supervisors concerning their responsibility for furthering equal 
employment opportunity. The list of factors is divided into two 
segments— one for evaluating line supervisors, the other for evaluating 
managers. Factors from each segment may be applicable in some s ituations 
it is not likely that all factors in each segment will be applicable to 
all managers and supervisors covered. The evaluator must determine 
what specific factors apply to the manager or supervisor being evaluated 
and rated, and that performance expectations with regard to these 
factors were known to the manager or supervisor during the period 
covered by the evaluation. 


LIKE SUPERVISORS 


A. 

Does 


t ■ 


Personal Participation in DEO Program Leadership and Administration. 
the supervisor: 

■1. 'Have awareness. of- the composition of, the subordinate work 
force in terms of race, sex, grade, etc.? Know how his or 
her work force compares to other organizations of the activity 


* and to any established goals find timetables? 

2. Provide input for local EEO plans of action? 

3. Keep superiors informed of needs related to EEO? 

A. Keep subordinates informed on all matters that have EEO 
implications (upward mobility, training opportunities, 
vacancy announcements, EEO action plans, etc.)? 

* Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1 


. . lAppibued RopfaMttte 2O0Z/0k/d7 «'10»^ePV^db4^Cfb5S6b6^OOf^ oi:d J ,,;,lo,:r ' • 

nnd ‘counselors? Coordinate’, actions t hat have KKO implicnt ions 
with them and with superiors? 

6. Include EKO as an intcgrn.l part: of day-to-day personnel 
management? • 

'7. Participate in an affirmative manner in resolving KEO complaints? 

r / 

¥ 

i .*■ 

ft. Treatment of Employe es as T nd * vidua 1 s ♦ Does the supervisor: 

1. Consider all subordinates as individuals rather than stereotypes? 
Try to be impartial in dealings with all employees? 

2. Make an effort to understand cultural differences among 
subordinates? Hake. an effort to understand any particular 

adjustment problems of minority group and female employees? 

* . 

Tnkc positive steps to assure acceptance of new employees in 
the work group, and vice-versa; and set a personal example? 


✓ 


it* 




3. Try to avoid and eliminate practices which may give personal 
offense to employees of one sex or any particular racial, 

' • ‘•’ethnic ■origin,' religious’ or- age- group?- • .y ^ y v 

C. Selection, Uork Ass iyr.ircntr. , and Dronoti on . Docs the supervisor: 

1. Give full and fair consideration to all applicants--regardlccs 
of race, color, religion, sex, age, or national origin- -in 
recommending selections to fill vacancies? 

2. Support the personnel office in locating qualified candidates 
for vacancies? If minority or women candidates are rarely or 
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ffort 


be made to locate well qualified minority croup and women 
Applicant: n? 

3. brovi.de competitive or noncompetitive work experience:, and 

opportuni't J.e:> such as new work assignments, special projects, 

temporary details, or other job-related experiences' on an 

» 

^ • equitable basis? 

A. Assure that the basis and timing of career (noncompetitive) 
promotions are equitable for all employees? 

1). Skills Pt: j.l.i xati on, Tra ini ng, end Upw ard M obi lity. Does the 

supervisor: 

1. rrovide training, opportunities, for all employees on a non- 
discriminatory basis? Make training, upward mobility, and 
other developmental selections or recommendations equitably? 


2. Restructure positions and/or identify target jobs to meet the 
needs of the unit(s) and to ' implement the upward mobility 

' jubjraiu within the organization? ••• Complement... this effort .with 

* 

necessary training or development and counseling of upward 
; mobility job incumbents? 

3. Identify employees with underutilized skills for possible 
placement in positions v?here their skills can be used? 

4. Coordinate with superiors, other supervisors, and personnel, and 
EEO officials to provide for skills utilization, training, and 


upward mobility opportunities? 


5. Encourage and counsel all employees t:o take advanta; 
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«• £dr Release 2 , ofed5/87 \ Cl A-RDP79-00498A000500080007-1 

1. Provide all employees appropriate recognition and a\:ardc, 

including informal recognition? 


2. Analyze cancer; ami take appropriate corrective action if 

particular r.eg’Xfnts of the v/ork force consistently fail to 

* » 

receive vccognit j.on or avardc? 

Discipl ine . Does the supervisor: 

X. Apply equal penalties for equal offenses? 

2. Analyze causes and take appropriate corrective action if 

disciplinary actions consistently apply to particular segments 
of the vork force? 


mtttnr/ris 


A • Personal Participation in EDO Procram Leadership a nd Administraf i on , 


Docs the manager: 


1. Individually endorse top management's policy statements on equal 

» ' 

J * V > 

A&n'f 7 employment: opportunity and call for endorsement down through the 

«*:•■*•* ,* *' .. v'. . y . .* w . * i.** ' a. ,y ..‘v. t \.m m •; . - ,v • » , \« . . • 


i rf 

; /• fa t 1 


■. /-fa 

j 7 


organizational structure to line supervisors. 

Personally advise subordinates of his or her expectations fo: 
affirmative action? 


2. See that adequate ‘resources arc available to support EDO program 
.requirements? 

3. Take an active role in the development and implementation of 
the organization's or installation's EDO program and its EEO 
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act ion plan? Require Ll k-rs L. appropriate program review, analysis 

and evaluation be conducted? Participate in and direct correctiv 
action for proyran impr overrent? 

Require subordinate mna^ers and ruperviaors to participate 
acLivoly in* tlie ■development and implementation of action plans? 

Keep subordinates informed of factors vluch may have an impact: 

» 

on this EEO program? Keep them informed of program policies, 
requirements , and status? 

Coordinate actions that have EEO implications with superiors, 
peers, EEO and personnel officials, and other appropriate staff- 
officials? ■ 

' Participate, and require subordinates to participate, in an 

^ affirmative manner, in resolving formal and informal EEO 

srs-F &•€ sWWV'-tf’ • 

\ a-f- • complaints? require that causes be corrected? 

1 8 * Asswe *^11 integration of the- EEO .program with the personnel 

\ • 

• management program of the organisation? Assure that EEO is an 

j . integral part of each subordinate manager's and supervisor's 


6 . 




job and that performance is evaluated effectively? 

•/ ?v \ v n.4.v, # • t . - . , .... „ J 

. 9. Set an effective example in his or her own work relationships 

. ( vxth employees regardless of race, color, religion, sex, age, 
or national origin? • 

t 

Treatment of Emp loy ees. Does the manager: 

1. Set the pace • in' assuring equal treatment of all employees in 
the organisation? Treat all subordinates as individuals? 


Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1 



Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1 

I'rovidc 'oi vcnsonabl e personal access to all employees viio 

* 

cannot rct.olvc issue* a with their ii.i;nediate .supervisors ? 

2. Asr.uvc that cwhordiu'ilc imitator:; and supervisors have the 
training and undorM .rid !.*.<; needed to deal effectively with 
male and female employers of various backgrounds and 

* cultural renccs? • * 

I > 

3, Require subordinate, w: n^gars and supervisors to take necessary 

stops to assure that all employees, including minority group 
and women employees, are properly integrated into the work force? 
4* Require continuing review of management practices with a view 
toward eliminating and preventing any practices which may 
discriminate against or give personal offense to employees of 
one sex or any particular racial, ethnic origin, ro.J igiouc , or 
flge group? 

5* Requite that the cause of complaints be determined, and corrected 

\ • 

when an employee has a justified complaint? 



.♦.v. 


/ 


i 

\ •i*' 


^ pA . c SM ori > ^ ov k_AjI end Promotion . Roes the manager: 

/.l*. -Maintain an ongoing review of the selection and promotion 

patterns in the organisation to assure that all. applicants and 
‘ employees regardless of race, color, religion, sex, age, or 
national orij'in-^arc given full consideration? 

2. Set an effective example as an equal opportunity employer in the 
selection, work assignments, and career and competitive promotion 
of managers, supervisors, and employees who report to the manager? 
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D. 


fp p «: ir,,a l i V 

EEO. efforts are i;m!c in nil nppropr into aspects of .sLnj.fi.>;; 
recruitment activities, hj.ros and promotion...) • 

Ski.l 1 r. rciUr-n Lion.- Training, and Upw in d M o bility .. Does the 


manager 

t ** 


Assure that all employees are provided equal opportunity for 
training .and self- development? That the patterns of training, 
upward mobility, and other developmental selections fully 
reflect equal opportunity? 

% 

2* Carry out an effective upward mobility program vjhrch includes 
all n ecessary components of such a program (job-rcstructuring 
where appropriate, identification of target posi.tions for 
upward mobility participants, competitive selccti.ons of candidate 

for upward mobility assignments training and counseling, 

\ 

reassignment and promotion actions, etc.)* 

3. Ascertain that employees with underutilized skills have been 

identified for possible placement in positions where their skills 
can 'be used and that they receive full consideration for reassign 
ment and/or promotion to appropriate vacancies? 

4'. Coordinate, with other managers, and with personnel and EEO 

officials to provide skills utilization, training, and xipward 

mobility opportunities across organizational lines? 

- *» • 

E. Recognition . Poes the manager: 

1. Assure that employees arc being appropriately recognized and 
awarded? Assure recognition and awards- patterns in the 
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or tan i;:n I: ion- re fleet appropriate t. re- itmcnt for all ei.-ployecr; ? 

Assure that causes arc identified and any necessary corrective 
Action is takcu if particular segments of the work force are 
not fairly treated with regard to recognition and awards? 

.2. Personally participate in and publicise as appropriate awards 
ceremonies involving recognition for outstanding achievement 
on the part of supervisors and employees from all segments of 
the work force? 

3. Support and carry out provisions for recognition of achicvercn 
in furthering EKO? 

Disc ip? inc . Does the manager: • 

1. Assure that equal penalties f<?r equal offenses are applied 
vithin the organization? 

2. Assure that causes arc identified and any necessary corrective 
action is taken if particular segments of the work force rccei 
wore than a proportionate amount of disciplinary actions? 

3*-,,Tal;c or .require appropriate ^corrective action, including 
tliscipl inai y action where appropriate, for any situation in 
vhicn a subordinate manager, supervisor, or employee violates 
EEO policies and requirements. 
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11 ."m 1 1 1 i v V-i 1.111'- iU^L* 1 

Supervisory EE0 per forwnnee evaluation requires a br.r.is in facts oi 
evidences which reinforce an evaluator’s personal assessments . Are 
there clear indicators ,• for example, tint the supervisor is fair and 

effective in his or jicr EEO-reiated practices? V.’hat were the ET.O achieve- 

► 

mentr, of the supervisor or manager during the performance rating period, 
what could or should his/her achievements have been? Is there any 
evidence or appearance of ' discrimination in the supervisor's performance? 
Is there evidence that the supervisor has taken special initiatives 
resulting in noteworthy EEO-relatod achievements? At least some of 
the answers to such questions arc available in concrete form. Sources 
for measuring a supervisor’s EEO performance should bo reviewed in tL.m« 
of patterns of performance which emerge from actions and rccorcis-- 
collcctivc results, problems, and accomplishments. The following are 
sources which can assist the evaluator in reviewing and measuring the 
kind and level of a supervisor's EEO performance. Look at each source 
as a system; identify for that system what is happening to members 
of the supervisor's work force' as a whole' and in terms of race or ethnic 
origin, age, and sex groupings; determine whether any form of improperly 
disparate treatment exists. 


Performa n ce Area 

Actions 

Affecting 

Employees 


In formation Sources 

Temporary details and temporary promotions 

Special assignments 

Length of wait for career promotion 

Selections (appointment, reassignment, promotion 

Upward Mobility actions 

Trnining/dcvclopment selections or assignments 
Position management actions (organising work; 
assigning duties to positions) 


Approved For Release 2002/05/07 : CIA-RDP79-00498A000500080007-1 



Approved For Release 

.Treatment 

of 

Employees . 


2002/05/07 : QIA-RDP79-Q0498A000500080007- 

rromot t.on npprn i H:\lr. 


rc:x , fr>!’i .^aiico rat; mg r: 

1/! vc* / t»f competence determi nations 

Ovcrl " assignments y scheduling 

Inti r el empl oyee !; ml n i ng/dcve lopment p 1 

l>isc n.vcy action:;; warnings 

Award : coa-mcn tl at: lour. 

I!c.w-o. /loyce followup reports- 
Ex i t n t u rv lew s ta t cure n t s 


Production, leave, turnover rates 


ej:<* 

Program 

Management 

(and any aspect of 
EEQ performance) 


Work force composition statistics 
CoKtir.naical: ions , c . g * : 

- -Kluutcr. or other record oi ; staff meetings hold 

- Internal issuances & information routings 

- Information postings, where appropriate 
EEO complaints, including reprisal allegations 
Grievances ; appeals 

EEO third-party and/or union complaints 
Personnel memt., and EEO evaluation reports 
Position lagrut. , classification, utilization re per 
Information from EEO officials who have work 
contacts with the supervisor end staff 
responsibilities for the organization in v.kiicli 
the supervisor's unit is located 
EEO action plan: 

- supervisor's individual plan and/or 

~ portion (s) of an EEO action plan applicable 
to the supervisor's unit(s) 
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{iUl’E.KVJ SOi».V J’l :0 l’EREORttAKCE . 

In this example, two performance areas are covered in the definitions 

» » 5 ' 

and arc as follows: • “ • 

• 1 Fun d am c i uni EEO ret i ■ ’ V.. LTiiil! :‘l'. ~ Those relating to actions and work 


on 


relationships which carry out: the prohibitions against discriwinoti 
on account of race, color, religion, sex, national origin, or age; and 
which support: the basic principles of equality of opportunity and 
fairness for employees and applicants. 

"Affi rmative ac t ion objectiv es" - EE0 supervisory performance 
expectations established through affirmative action or EEO plans, 
performance goals, or other methods which establish achievement plans 
for a specified period. 


The supervisory EEO performance evaluation is one facet of the overall 
evaluation and becomes part of the basis for the overall summary 
adjective rating. The example of three performance level definitions 
presented here is . for. consideration only in.. evaluating the supervisory 
EEO performance clement. 

SATISFACTORY - Fulfilled fundamental EEO requirements and affirmative 
action objectives. A satisfactory performance level means that the 
supervisor carried out EEO responsibilities in a fully adequate manner. 
(If o supervisor's performance is detei-mincd to be "marginally" 
satisfactory in the EEO area of responsibility, performance counseling 
ia essential). 

* * * 
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OUTST m)n:c: Demonstrably exceeded fundamental EEO requirements enJ/or 

affirmative action objectives to a decree worthy of commend;. tion. 
Personal initiatives resulted in achievements such as: 


- Substantially improved levels 

/ 

directly attributable to concern 
employees , including minorities , 


of motivation and/or productivity 
for and fair treatment of all 
women, and older workers* 


_ n cw or "breakthrough** employment opportunities through job 
upward mobility, and/or skills utilization actions. 


redesign, 


- Sensitive, effective resolution of particularly difficult EEO- related 
employee relations problems. 

(Further guidance on exceptional EEO performance is available in 


PPM Chapter 713, Subchapter 5, Honorary Recognition for Achievements 

* 

in EEO) . 

. UNSATISFACTORY - Did not fulfill fundamental EEO requirements and/or 
o minimum of affirmative action objectives, and did not respond con- 
structively to performance counseling or other corrective action 

* — , r ■ ■ ril • t 1 « , ; » .* •*** »* . *« * V'* 1 ' , *■* f * * ■ * • 1 * ' •'* * • ! *« * * * '** 

•efforts. Examples: 

% 

- Disregarded EEO principles in supervisory practices or actions. 

- Conveyed to subordinates a negative or nonsupportive attitude 
toward EEO. 

- Failed to make reasonable efforts to meet affirmative action 
objectives which were established for the period under review. 


In each cast;, an evaluation must be based on wluit- can reasonably and 


ren 


fcbffe/i&df ? f 9^b^A\ft¥i5bl568b6d7-S d 


covered 


by the evaluation. Fur cxr.ir.pl c, n voting of ,! outs landing 11 is not 



3 
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* 4 * . 

precluded simply because circumstances beyond i\ supervisor’s control 

severely restrict his or her ability to demons I: rate noteworthy 

o ccoir.pl i airmen t in the area of equal employment opportunity. In such 

circumstances, o supervisor's performance with regard to EE0 could 

merit an "outstanding" rating based on attitudes, efforts, and support 

* 

£o f the ECO program which demonstrably exceed normal expectations. 
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